Expense Claim 
Employee Name: David Cooke 


Delegated authority: 


Department (choose from 4 
drop down menu): Executive - 008 


Expense Period From: 
To: 


Itemised Expenses 


DATE TIME DESCRIPTION 


(including times for subsistence claims & Kerala 


CATEGORY 
(choose from drop 


RCT Number 
(Finance Use) 


Claim Number 
69107 


008 


0000 


Nominal Code (Finance Use) 


COST 
(drop down for appropriate 
currency) 


Depart Arrive business purpose) 


down menu) 


30/10/16 | | | Euston to Wilmslow and return for MB 80.10 


UK £ 


30/10/16 — Overnight Wilmslow Lodge for MB 31 Oct 66.98 
05/02/17 Overnight Wilmslow Lodge for MB 6 Feb __|3 Other 64.00 


o 
211.08 
Mileage E | 
Car miles claimed (Standard Rate) * 45 p per mile 0.00 
Car miles claimed (Public Transport Rate) 25 p per mile 0.00 
Motorcycle miles claimed 24 p per mile 0.00 
Bicycle miles claimed 20 p per mile 0.00 
Passenger rate 5 p per mile 0.00 
Miles O. Ol 
passengers 
* Note: Mileage reimbursement for personal car please deduct usual mileage to/ from work 
Less Cash Advance 
TOTAL REIMBURSEMENT 211.08 


Claimant: Please email to your manager for approval. 


Don't forget to attach receipts! 


Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim 
Employee Name: Davide Cooke 


Delegated authority: 


Department (choose from 4 
drop down menu): Executive - 008 


Expense Period From: 
To: 


Itemised Expenses 


RCT Number 
(Finance Use) 


Claim Number 
55935 


008 


0000 


Nominal Code (Finance Use) 


COST 
DATE TIME f ; A DESCRI PTION 5 Receipt CATEGORY (drop down for appropriate 
(including times for subsistence claims & (choose from drop currency) 
Benene Amie business purpose) down menu) UK £ 
06/02/17 | | [Train from Wilmslow to London following MB 80.60 


08/02/17 Train from London to Wilmslow for sifting 
09/02/17 Train from Wilmslow to London following sift |2 


Travel - UK 152.80 


08/02/17 —— Overnight Stay King William Wilmslow 65.00 


o 
298.40 
Mileage E y l 
Car miles claimed (Standard Rate) * 45 p per mile 0.00 
Car miles claimed (Public Transport Rate) 25 p per mile 0.00 
Motorcycle miles claimed 24 p per mile 0.00 
Bicycle miles claimed 20 p per mile 0.00 
Passenger rate 5 p per mile 0.00 
Miles O. Ol 
passengers 
* Note: Mileage reimbursement for personal car please deduct usual mileage to/ from work 
Less Cash Advance 
TOTAL REIMBURSEMENT 298.40 


Claimant: Please email to your manager for approval. 


Don't forget to attach receipts! 


Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim 


Employee Name: Nicola Wood 


Delegated authority: 


Department (choose from 4 
drop down menu): Executive - 008 


RCT Number 
(Finance Use) 


Claim Number 
58284 


Expense Period From: 
To: 


Itemised Expenses 


DESCRIPTION 
TIME 
DATE (including times for subsistence claims & 


Depart Arrive business purpose) 


008 


0000 


Nominal Code (Finance Use) 


CATEGORY 
(choose from drop 
down menu) 


Receipt 


(drop dow 


05/02/17_ | | Shelford to Stockport - for MB 


COST 
n for appropriate 


currency) 


UK £ 
104.50 


06/02/17 — Stockport to Shelford 


Mileage 

Car miles claimed (Standard Rate) * 

Car miles claimed (Public Transport Rate) 
Motorcycle miles claimed 

Bicycle miles claimed 

Passenger rate 


Miles Sa 
passengers 


SUBTOTAL 


45 p per mile 
25 p per mile 
24 p per mile 
20 p per mile 

5 p per mile 


* Note: Mileage reimbursement for personal car please deduct usual mileage to/ from work 


Claimant: Please email to your manager for approval. 


Less Cash Advance 
TOTAL REIMBURSEMENT 


104.50 


Don't forget to attach receipts! 


Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


icO. EXPENSES CLAIM 


All expenses MUST be claimed in accordance with the Expenses Guide available on ICON Finance Section 


Job Level| Payroll NO. Department 


Usual mileage to work N/A 


NB only mileage in excess of your usual journey can be claimed. Please make the adjustment before entering into the STD mileage box. Refer to the 
Expenses Guide in you are unsure. 


S| ee a eee 
Time charges. Mode of | Car mileage Receipt 
| Cd Depart] Arrive | | travel | 
a (NAA | E) E p|) | 
19/11/16| | [euston - wimsiow vrailliinerviewsltrain | 142.00| 1 
19/11/16] | [wimsiow -guston feran | 40.05| 2 
18/11/16] 06:40] __|rutham to euston taxi pre tube stare fear | 3 
19/11/16| | 20:30euston to tuam [tubeyvus _| 4 
14/12/16] 06:25| __|rutham to euston taxi pre tube stare fear | 5 


OoOo 
O 20.00 
AVN m E || - — 


| 25p | 

|| saa, 
|| 40. 
Lea 
|| 3.90 
|_| 20.00 
|_| 112.00 
|_| 28.00 
|| 3.90 
|| 6.60 
|_| 40.80 
= 
[of ass. 


1 


Eo 
sanane) | fmimsiow-euston fran 
| 14/12/16| | 22:00feuston to tunom ftubezbus | 
trai 


A in 
osoz/az| | [vimsiow to euston famn | 


Other incidental expenses (e.g. telephone, postage) 


Ww 
O 
O 


oO 
© 
oO 


BR 
e JO N 


total amount claimed 458.05 


less cash advances received aaa 


amount claimed for payment 458.05 


If this journey has incorporated an overnight stay at a hotel could you please note or append any comments 
(positive or negative) about the standard of the accommodation. 


DECLARATION 
I declare that the expenses claimed above have been actually and necessarily incurred by me in accordance 
with the Information Commissioner Expenses Guide. 


Signed Date 
Ailsa Beaton 07/02/2017 


APPROVAL OF CLAIM (Please contact Finance if you are unsure who can approve your claim) 


o DM á 


FOR FINANCE USE 
Paid stamp Additions checked Budget Code 


Budget Holder 


Authorised by the Finance Manager Individual 


Consuming CC 


* Receipts must be provided for subsistence claims. Please attach to the back of this form. 


Expense Claim lo 


Employee Name: Steve Wood Claim Number 
47976 
Delegated authority: 


Seg bee ese al Policy Delivery - 011 011 0000 


Nominal Code (Finance Use) 
Expense Period From:[ _ _ _ — | 
To: 17/02/2017 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 
UK £ 


DESCRIPTION CATEGORY 


(including times for subsistence claims & Bags (choose from drop 
business purpose) 4 down menu) 


TIME 


Depart Arrive 


1.1.17 Macclesfield - Euston 


© 


Subsistence - UK 


a 
5 
fn 
[a 
to) 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 
Less Cash Advance 
TOTAL REIMBURSEMENT 
Don't forget to attach receipts! 


PS. 

Mileage 
Car miles claimed (Standard Rate) * 45 p per mile ee) 
Car miles claimed (Public Transport Rate) 25 p per mile fs. 
Motorcycle miles claimed 24 p per mile 0.00] 
Bicycle miles claimed 20 p per mile En) 
Passenger rate 5 p per mile He) 

Miles 10. Ol 
passengers 

| 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim lo 


Employee Name: Steve Wood Claim Number 
94983 
Delegated authority: 


Sag bee a al Policy Delivery - 011 011 0000 


Nominal Code (Finance Use) 
Expense Period From:| _ _ | 
To: E0217 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 
EURO 


DESCRIPTION Receipt CATEGORY 
(including times for subsistence claims & B (choose from drop 


business purpose) Wa; down menu) 


TIME 


Depart Arrive 
Travel - Overseas 40.30 
Subsistence - Overseas 26.50 
Subsistence - Overseas 5.86 
Subsistence - Overseas 23.40 
Subsistence - Overseas 11.50 
Subsistence - Overseas 


m. 
=. 
W 
H 
D 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 
Less Cash Advance 
TOTAL REIMBURSEMENT 
Don't forget to attach receipts! 


EA] 

Mileage 
Car miles claimed (Standard Rate) * 45 p per mile L 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile 0.00] 
Motorcycle miles claimed 24 p per mile 0.00] 
Bicycle miles claimed 20 p per mile en) 
Passenger rate 5 p per mile En) 

Miles 10. Ol 
passengers 

aS) 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim lo 


Employee Name: Simon Entwisle Claim Number 
Delegated authority: 


aeo o g Executive - 008 008 ogo 


Nominal Code (Finance Use) 
Expense Period From: 23/01/2017 
To: 01/02/2017 


Itemised Expenses 


COST 
(drop down for appropriate 
currency) 
UK £ 


DESCRIPTION Receipt CATEGORY 
(including times for subsistence claims & B (choose from drop 


business purpose) Wo; down menu) 


Subsistence - UK 5.95 
20:10] Lost pre-paid trainticket_ |2 | Travel - UK 111.55 


Travel - Overseas 32.40 


TIME 


Depart Arrive 


= 
A 
oO 
w 
o 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 
Less Cash Advance 
TOTAL REIMBURSEMENT 149.90 
Don't forget to attach receipts! 


| 149.90| 

Mileage 
Car miles claimed (Standard Rate) * 45 p per mile L 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile En) 
Motorcycle miles claimed 24 p per mile 0.00] 
Bicycle miles claimed 20 p per mile 0.00] 
Passenger rate 5 p per mile Ee) 

Miles 10. Ol 
passengers 

aS 
| 149.90 | 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim lo 


Employee Name: Elizabeth Denham 
37659 


Delegated authority: 
Department (choose from A 
drop down menu): Executive - 008 008 0000 


Nominal Code (Finance Use) 
Expense Period From: 10/02/2017 
To: 17/02/2017 


Itemised Expenses 


COST 
> PISS OUP TAC) ; Receipt CANES (drop down for appropriate 
(including times for subsistence claims & (choose from drop currency) 


business purpose) i down menu) Other currency 


TIME 


Depart Arrive 


Return visit required for personal reasons 


Mileage 
Car miles claimed (Standard Rate) * 45 p per mile T 
Car miles claimed (Public Transport Rate) 25 p per mile En) 
Motorcycle miles claimed 24 p per mile 0.00] 
Bicycle miles claimed 20 p per mile 0.00] 
Passenger rate 5 p per mile e O] 
Miles 10. Ol 
passengers 

*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 

a eae | 


Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim lo 


Employee Name: Elizabeth Denham 
74528 


Delegated authority: 
ag bee ser a Executive - 008 008 0000 
Nominal Code (Finance Use) 
Expense Period From: 14/01/2017 
To: 17/02/2017 


Itemised Expenses 


*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 
Less Cash Advance 


TOTAL REIMBURSEMENT 85.90 
Don't forget to attach receipts! 


COST 
TIME : ; PIES TION $ Receipt PAORA (drop down for appropriate 
(including times for subsistence claims & No (choose from drop currency) 
Depam Arrive business purpose) down menu) 
| Hosting : Lunch with ME Paris |37 | Subsistence - Overseas | 49.90 _ | 
Taxi in Brussels 
Hot drink in Brussels 39 
Dinner in Brussels 40 
Taxi in Brussels 41 
a ary 
eee Ee) 
a 
N) 
T | 
[E T A) 
E (ee 
Mileage 
Car miles claimed (Standard Rate) * 45 p per mile l 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile 0.00] 
Motorcycle miles claimed 24 p per mile 0.00] 
Bicycle miles claimed 20 p per mile En) 
Passenger rate 5 p per mile en) 
Miles 10. Ol 
passengers 

EEE 
| 85.90 | 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim lo 


Employee Name: Elizabeth Denham Claim Number 
77753 
Delegated authority: 


reap tara Executive - 008 008 ogo 


Nominal Code (Finance Use) 
Expense Period From: 26/01/2017 
To: 17/02/2017 


Itemised Expenses 


cos 


A : 5 A (drop down for appropriate 
(including times for subsistence claims & No. (choose from drop currency) 


Derant T Arive D Se 


DESCRIPTION 7 CATEGORY 
Receipt 


TIME 


Costs for 
moving as 


Removal Costs rented flat 


Relocation to new premises caused by the 
termination by the landlord of the original 
lease. 


Monthly rental 


Mileage 
Car miles claimed (Standard Rate) * 45 p per mile 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile De) 
Motorcycle miles claimed 24 p per mile fs. 
Bicycle miles claimed 20 p per mile 0.00] 
Passenger rate 5 p per mile En) 
Miles 10. Ol 
passengers 

*Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 

SS 


Less Cash Advance 
TOTAL REIMBURSEMENT|__2,341.05 | 
Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


Expense Claim fF 


Employee Name: Elizabeth Denham Claim Number 


Executive - 008 008 0000 


Nominal Code (Finance Use) 
Expense Period From: 08/12/2016 
To: 17/02/2017 


Itemised Expenses 


Delegated authority: 


Department (choose from 
drop down menu): 


COST 


(including times for subsistence claims & REESE (choose from drop (chop EINN fear epee 
No. currency) 


ee eae 


DESCRIPTION CATEGORY 


Taxi Travel - UK 
Dinner Subsistence - UK 
Taxi Travel - UK 
Taxi Travel - UK 
Taxi Travel - UK 
Taxi Travel - UK 


Dinner Subsistence - UK 


Taxi 12 Travel - UK 
Breakfast Hel Subsistence - UK 
Lunch 14 Subsistence - UK 
Taxi nS Travel - UK 
Taxi 16 Travel - UK 
Taxi 17 Travel - UK 


Return from London to Wilmslow 


Refreshments on train 18 Subsistence - UK 

Taxi 19 Travel - UK 

Taxi 20 Travel - UK 

Train from London to Newcastle 

Snack at station 21 Subsistence - UK 
Refreshments on train 22 Subsistence - UK 

Taxi 23 Travel - UK 
Breakfast at Vermont Hotel Newcastle 24 Subsistence - UK 


Return from Newcastle to Wilmslow 
1305| Train to London for speaking engagements 
Taxi 


Travel - UK 


vers Travel - UK 


Travel - UK 


Taxi 
Tube 


Travel - UK 


Oyster card renewal 


Travel - UK 
Breakfast 27 Subsistence - UK 
Lunch 28 Subsistence - UK 
Breakfast 29 Subsistence - UK 
Lunch Subsistence - UK 
Taxi Travel - UK 


Taxi Travel - UK 


Other 
Subsistence - UK 


Snack at airport Subsistence - UK 
Heathrow Express Ticket Travel - UK 


Mileage 
Car miles claimed (Standard Rate)* 45 p per mile [| 0.00] 
Car miles claimed (Public Transport Rate) 25 p per mile | 0.00] 
Motorcycle miles claimed 24 p per mile EA] 
Bicycle miles claimed 20 p per mile | 0.00] 
Passenger rate 5 p per mile [0.00] 
Miles No. ol 
passengers 

* Note: Mileage reimbursement for personal car please deduct usual mileage to/from work 

Less Cash Advance|_] 

TOTAL REIMBURSEMENT 770.49 


Don't forget to attach receipts! 


Claimant: Please email to your manager for approval. 
Delegated authorities: Please forward to expenses@ico.org.uk by way of approval for payment 


